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❏	 Affix the provided UPS RS label(s) onto the original shipping 
box(es).

❏	 Complete your District ID Sheet and put it in box “1 of X” if 
there are multiple boxes.

❏	 Place completed Security Compliance Forms on top of School 
ID Sheet/Teacher Return Envelopes.

❏	 Place School ID Sheets on top of Teacher Return Envelopes 
and bundle with paper strips. Group by school - there can be 
more than one school per box.

Organize the box as follows:
 ❏	 On the bottom, place all unused booklets, unused scan 

documents, used and unused science picture cards, used and 
unused accommodated versions.

❏	 Place the green divider sheet on top.

❏	 Next, place the used print booklets and put the goldenrod 
divider sheet on top.

❏	 On top of the goldenrod divider sheet, place the Teacher 
Return Envelopes with the School ID Sheets, the Security 
Compliance Forms, and the District ID Sheet, in that order 	
(see diagram).

NO staples, rubber bands, paper clips, or foam

DO NOT RETURN MANUALS OR RULERS
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How to Prepare Materials for 
Shipment to Questar Assessment, Inc.

UNUSED ASSESSMENT BOOKLETS

UNUSED SCAN DOCUMENTS

USED AND UNUSED 
SCIENCE PICTURE CARDS

USED AND UNUSED 
ACCOMMODATED VERSIONS

GREEN DIVIDER SHEET GOES HERE

GOLDENROD DIVIDER SHEET GOES HERE

USED ASSESSMENT BOOKLETS


